




















HUMBLE — COVID 19 LEAVE POLICY

TO: Critical Essential Employees
FROM: Jason Stuebe, City Manager
DATE: April 1, 2020

SUBJECT: Temporary COVID-19 Critical Essential Employee Leave Policy

Policy Purpose

In recent weeks, the City of Humble has faced unprecedented challenges brought on by the
global pandemic COVID-19. As businesses shut down and schools close, our citizens look to us
for leadership and our continued commitment to deliver essential municipal services to those
who need them now more than ever. The Department of Labor has recognized the important role
essential personnel play in a City’s ability to operate during this unprecedented crisis and has
recently issued regulations exempting Emergency Responders from eligibility for coverage under
the recently passed Families First Coronavirus Response Act (FFCRA).

The overarching goal of our City remains to keep our community and our employees safe and
healthy while enabling our core operations to continue during this time. In accordance with our
mission, the City is implementing this temporary COVID-19 Leave Policy for our Critical
Essential Employees, who are otherwise exempt from the FFCRA. This emergency policy is
intended to meet and exceed the City’s obligations under the federal law and reaffirms our
commitment to the health and safety of our critical essential employees.

Effective Date

This interim policy will be in effect beginning on April 1, 2020 and remain in effect until
December 31, 2020, or until otherwise amended or rescinded by the City.

Scope of Policy

This policy is in addition to the existing leave policies as provided by the City of Humble
Personnel Manual and will apply to individuals whom the City determines is a “Critical Essential
Employee” in its response to the COVID-19 pandemic. A Critical Essential Employee includes
“Emergency Responders” as defined by the Department of Labor, and shall include, but is not
limited to, law enforcement officers, firefighters, emergency medical services personnel, 911
operators, public works personnel, and persons with skills or training in operating specialized
equipment or other skills needed to provide aid in a declared emergency, as well as individuals
who work for such facilities employing these individuals and whose work is necessary to
maintain the operation of the facilities.

This policy does not apply to employees otherwise covered by the FFCRA. This policy is
intended to provide leave benefits that exceed the City’s obligation mandated under the federal
law and no part of this policy will be effective to the extent it conflicts with federal or state law.

Eligible Reasons for Leave

Full-time and part-time Critical Essential Employees who have been employed by the City for a
minimum of thirty (30) days, may be eligible to take two (2) weeks, or up to eighty (80) hours of
paid sick leave, under this Policy for any of the following qualifying reasons:



(1)  The employee has been advised by a health care provider to self-quarantine due to
concerns related to COVID-19;

(2)  The employee meets the CDC testing criteria and is seeking a medical diagnosis due
to experienced symptoms of COVID-19;

(3)  The Employee is caring for a minor Dependent who is subject to (1) or (2); or

(4)  The Employee is under a state or local isolation order because the employee, or a
resident of his/her household, has tested positive for COVID-19.

This paid leave is provided in addition to existing leave accruals as provided in the City’s
personnel handbook. An employee requiring leave beyond the two (2) weeks may supplement,
with the City’s approval, the remainder of the duration with existing paid sick leave, vacation,
holiday bank, comp-time, and/or negative sick leave accrual as provided in the City’s Pandemic
Leave Policy.

Coordination of Pay:

Eligible employees who request leave under this policy with supporting documentation will
receive their normal wages at 100% reimbursement, up to 80 hours for full-time employees. No
employee will be entitled to more than 80 hours of paid sick leave under this policy, regardless
of the number of hours normally worked during a two-week period.

Part time employees will receive paid leave under this policy, in total, up to 10 (ten) times the
average number of hours that the employee worked per day over the 6 month period ending on
the date on which the employee requests leave, not to exceed a total of 80 hours. (Example: Ifa
part-time employee worked an average of four hours per day during the relevant time period, that
part-time employee would be entitled to up to a maximum of 40 hours of paid leave under this
policy.)

Employee’s Notice Requirements:

In order for the City to accommodate an employee's workload during his/her absence, an
employee seeking this emergency leave must provide both his/her Department Director and
Human Resources with at least two days advance notice when the leave is foreseeable. If the
leave is not foreseeable, an employee is expected to provide both his/her Department Director
and Human Resources with as much advance notice as possible. All Department Directors must
promptly inform Human Resources to ensure proper payroll processing.

Required Documentation:

The employee will need to complete a Request for Emergency COVID-19 Leave form and
provide documentation supporting eligibility for the benefits provided under this Policy. Leave
under this policy will not be approved without supporting documentation from a medical or
health care provider.



Benefits During Leave:

During this temporary leave, the City will continue to pay its portion of any group health
insurance coverage for the employee on the same terms as if the employee had continued to
work. Vacation, sick, and other leave will not accrue while an employee is taking leave under
this policy.
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